
                             DEPARTMENT OF THE NAVY
NAVAL HOSPITAL
BOX 788250

MARINE CORPS AIR GROUND COMBAT CENTER
TWENTYNINE PALMS, CALIFORNIA 92278-8250 IN REPLY REFER TO:

NAVHOSP29PALMSINST 5420.11
Code 0100
1 September 1997

NAVAL HOSPITAL TWENTYNINE PALMS INSTRUCTION 5420.11

From: Commanding Officer

Subj: MEETING RECORDING AND REPORTING PROCEDURES

Ref: (a) Commanding Officer’s Executive Memorandum No. 1

Encl: (1) Prescribed Meeting Minutes Format, Version 1
(2) Prescribed Meeting Minutes Format, Version 2
(3) Routing of Meeting Minutes and Reporting
(4) Minutes Routing Sheet

1. Purpose. This instruction establishes a standardized format
for meeting reports and reporting requirements for any
directorate, department, committee, team, or group at Naval
Hospital Twentynine Palms, California.

2. Cancellation. Reference (a).

3. Scope. This instruction applies to all command directorates,
departments, committees, teams, and groups.

4. Action

a. All directors and department heads shall submit meeting
minutes following the guidelines set forth in enclosure (1).

b. All committee chairs, team leaders, and leaders of any
other group shall submit meeting minutes following the guidelines
set forth in enclosure (2).

c. All meeting minutes will be routed as delineated in
enclosure (3).

d. All meeting minutes will be reviewed, annotated, and
approved using the minutes routing sheet, enclosure (4).

R. S. KAYLER

Distribution:
List A



                                                                                                                            NAVHOSP29PALMSINST 5420.11
                                                                                                                            1 September 1997

                                                                                                              Date:_________________________

NAVAL HOSPITAL TWENTYNINE PALMS
                                                      _____________________MEETING RECORD

To: CO
Via: XO

PI
Other

Ref: (a) NH29PALMSINST 5420.11
(b) NH29PALMSINST 6010.9C

Encl: (1) Performance Indicators (Metrics)
(2) Other enclosures
(3) Attendance Matrix (rotating)

Topic Main Points/Discussion Action/Follow-up

1.  Welcome/Intro

2.  Review minutes of previous
meeting

Corrections? Accepted________

Not accepted_______

3.  Old Business

     a. CO/XO comments

     b. PI/other comments

Response to CO/XO
comments of last meeting
minutes:
Response to PI/other
comments of last meeting
minutes

4.  New Business - Today’s
Agenda

5. NHTP/BUMED/JCAHO
Performance Indicators

See enclosure ( ) Future plans/actions:



                 Topic Main Points/Discussion Action/Follow-up

6.  Performance Improvement
Summary

See enclosure ( ).  (From NHTP 6010.9C)

7.  Committee, Dept/Dir
Performance Indicators (if
different from NHTP/
BUMED/JCAHO)

See enclosure ( ) Future plans/actions:

8.  Issues Requiring CO
Decision/Action

a.  Topic/Action

      (1) Discussion

      (2) Recommendation

b.  Topic/Action

      Etc.

CO action

Approval ______________

Disapproval____________

9.  Adjournment Agenda for next meeting on XXXX

Issues for future discussion:

           Fill in as appropriate
                                   _________________________________

          Chair

Enclosure (1)
2



                                                                                                                                                                                                       NAVHOSP29PALMSINST 5420.11
                                                                                                                                                                                                        1 September 1997

Performance Indicators (Metrics)

4th qtr FY/end of FY    2nd yr 3rd yr
1st qtr FY  2nd qtr FY 3rd qtr FY  target                target target

NHTP/BUMED/JCAHO
Goal/Objective

          16/1000                    14/1000               12/1000 10/1000                             8/1000               5/1000
Ex. NHTP 1.2.3.                                           40%                          50%                      75%                       90%                                 95%                     100%

      2.4.1.

Departmental/Directorate
Goal/Objective

                                                                                                                                                                                                                       Enclosure (l)
3



NAVHOSP29PALMSINST 5420.11
1 September 1997

Attendance Matrix (rotating)
Name Month 1 Month 2 Month 3 Month 4 Month 5 Month 6

Key:  P= present   A=absent   E=excused   R=replaced   H=ad hoc

Enclosure (l)
4



                                                                                                                                NAVHOSP29PALMSINST 5420.11
                                                                                                                                1 September 1997

                                                                                                                           Date: ___________________________

                                            NAVAL HOSPITAL TWENTYNINE PALMS
                                               _____________________MEETING RECORD

To: CO
Via: XO

PI
Other

Ref: (a) NH29PALMSINST 5420.11
(b) NH29PALMSINST 6010.9C

Encl: (1) Performance Indicators (Metrics)
(2) Other enclosures
(3) Attendance Matrix (rotating)

Topic Main Points/Discussion Action/Follow-up

1.  Welcome/Intro

2.  Review minutes of previous
meeting

Corrections? Accepted __________

Not accepted________

3.  Old Business

     a. CO/XO comments

     b. PI/other comments

Response to CO/XO
comments of last meeting
minutes:
Response to PI/other
comments of last meeting
minutes

4.  New Business – Today’s
Agenda

5.  Volume Statistics Statistically significant?  See enclosure ( )

6.  Review of Hospital-Wide
Functions

Monitor/Activity/Problem/Improvement
See enclosure ( )
-Examples:
Risk Mgmt, Utilization Mgmt, Infection
Control, Safety, Patient Satisfaction



Topic Main Points/Discussion Action/Follow-up

7.  Performance Improvement
Summary

See enclosure ( ).  (From NHTP 6010.9C)

8. NHTP/BUMED/JCAHO
Performance Indicators.

See enclosure ( ) Future plans/actions:

9.  Committee, Dept/Dir
Performance Indicators (if
different from NHTP/
BUMED/JCAHO)

See enclosure ( ) Future plans/actions:

10.  Issues Requiring CO
Decision/Action

a.  Topic/Action

      (1) Discussion

      (2) Recommendation

b.  Topic/Action

    Etc.

CO action

Approval ______________

Disapproval____________

11.  Adjournment Agenda for next meeting on XXXX

Issues for future discussion:

           Fill in as appropriate

                           _________________________________
           Chair

Enclosure (2)
2



                                                                                                                                   NAVHOSP29PALMSINST 5420.11
                                                                                                                                   1 September 1997

 Performance Indicators (Metrics)

4th qtr FY/end of FY 2nd yr 3rd yr
1st qtr FY 2nd qtr FY 3rd qtr FY          target target target

NHTP/BUMED/JCAHO
Goal/Objective

          16/1000         14/1000             12/1000 10/1000 8/1000 5/1000
Ex. NHTP 1.2.3.                                40%                 50%                 75%                             90%                         95%                 100%

      2.4.1.

Departmental/Directorate
Goal/Objective

Enclosure (2)
3



NAVHOSP29PALMSINST 5420.11
1 September 1997

Attendance Matrix (rotating)
Name Month 1 Month 2 Month 3 Month 4 Month 5 Month 6

Key:  P= present   A=absent   E=excused   R=replaced   H=ad hoc

Enclosure (2)
4



NAVHOSP29PALMSINST 5420.11
1 September 1997

ROUTING OF MINUTES AND REPORTING

1. The following is the current list of committees and
directorates with the required routing of minutes and reporting
requirements as approved by the Board of Directors. This is
effective immediately. This information should be included in
committee instructions.

Committees Routing of Minutes
Medical Records Chair/PI/XO/CO
Bioethics review Chair/PI/XO/CO
MWR Chair/CMC/PI/XO/CO
Util. Mgmt Chair/PI/XO/CO
Safety Chair/DMS
CPR Chair/PI/XO/CO
Disaster Prep. Chair/PI/XO/CO
Env. Compliance Chair/PI/XO/CO
ECOMS Chair/PI/XO/CO
Forms Review Chair/DFA/PI/XO/CO
Infection Control Chair/PI/XO/CO
Library Chair/Ed DH/PI/DFA/XO/CO
P and T Chair PI/XO/CO
M and M Chair/ECOMS/PI/XO/CO
Collaborative Practice Chair/PI/XO/CO

Directorates Reporting
DSS DH/PI/XO/CO ECOMS
DMS DH/PI/XO/CO ECOMS
DAS DH/PI/XO/CO ECOMS
DFA DH/PI/XO/CO --
DNS DH/ADNS/MSC/PT/ED --

2. All committees will report to the BOD quarterly. The purpose
of this brief is to give committees the opportunity to address
issues they feel need additional command attention, and for the
BOD to appreciate the efforts of the committees. Briefs should be
10 minutes in length with time for questions following.

Enclosure (3)



NAVHOSP29PALMSINST 5420.11
1 September 1997

MINUTES ROUTING SHEET

DIRECTORATE/COMMITTEE______________ Date___________

Reviewed by: Comments: __________________________________

________________ ____________________________________________

Date: ____________________________________________

________________ ____________________________________________

____________________________________________
******************************************************************************
Reviewed by: Comments: __________________________________

________________ ____________________________________________

Date: ____________________________________________

________________ ____________________________________________

____________________________________________
******************************************************************************
Reviewed by: Comments: __________________________________

________________ ____________________________________________

Date: ____________________________________________

________________ ____________________________________________

____________________________________________
******************************************************************************
Reviewed by: Comments: __________________________________

________________ ____________________________________________

Date: ____________________________________________

________________ ____________________________________________

____________________________________________
******************************************************************************
COMANDING OFFICER Comments: __________________________________
______________________________________________________________________________
______________________________________________________________________________

Date__________________ __________________________
Approved/Disapproved Commanding Officer

RETURN TO PI

Enclosure (4)
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